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Special Human Resources Studies 
Introduction 
Special Human Resources Studies may be requested from different entities such as 
Congress, the Office of Management and Budget (OMB), the Government 
Accountability Office (GAO), or the Office of Personnel Management (OPM), or may 
be identified by NASA. External requests come directly to Office of Human Capital 
Management (OHCM) who will identify the objective and purpose of the study or 
survey, and work with NSSC to develop a plan for completion. NSSC will conduct 
studies and support development and distribution of surveys. NSSC will also 
collect data for studies and responses for surveys, and perform the necessary 
analysis to derive study/survey results.   
 
Special Human Resources Studies can take many forms. In simplest terms it can 
be a request for data based on specific selection criteria and parameters. Special 
studies can also address very complex human capital issues and require the use of 
a variety of NASA staff members as well as specialized consultants. In general 
there are three types of studies most commonly requested: 1. data retrievals, 2. 
surveys, and 3. analytical studies. In some cases all three types are used to reach 
a position or recommendation on major human capital initiatives. 
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Process – Overview of Special Human Resources Studies 
A successful study is the result of good project planning and execution. The 
approach or methodology may vary significantly from study to study dependent of 
the issues involved, scope and resource requirements/availability. The process 
described here is not the methodology for conducting the study but rather the 
process or steps involved in initiating and planning a successful study. This 
process plays significantly in setting up a successful study. The specific study or 
project plan will establish the foundation for providing the required results and 
meeting expectations of the study itself. An overview of the Agency Special HR 
Studies Process is shown below. 
 

 
Overview of Selected Special HR Studies Process 

 

Roles & Responsibilities 
 

Roles and 
Responsibilities 

Action Tips 

Step 1 
 
Study Requestor 
 
Submit Study 
Request 

An external entity or NASA 
organization submits a study/survey 
request to OHCM, or the OHCM 
identifies a need for a study/survey. 
 
Output: Study request memo/letter 

OHCM is responsible 
for managing requests 
from external 
organizations. 

 

Step 2 
 
OCHM 
 
Review Study 
Request 

OHCM reviews the request, 
determines the purpose and 
expected outcomes, identifies any 
study/survey constraints, and 
notifies NSSC of the study/survey. 
OHCM will work with NSSC in 
identifying a study team (if needed), 
which could include NSSC, Agency, 
and/or Center representatives. 
 
Output: Validated study request; 

If the results of step 1 
are clearly 
documented, an 
advance e-mail to the 
NSSC will allow them 
time to review the 
request, assign a 
lead, conduct 
background research, 
and establish a more 
informed initial 
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Roles and 
Responsibilities 

Action Tips 

study team formed contact with the 
requestor. 

Step 3 
 
Study Team 
 
Develop plan and 
methodology 

Study team will ensure that the 
purpose, scope and outcomes are 
clear, including required data 
analysis and presentation, and assist 
NSSC in determining a study/survey 
plan, methodology and timeline. The 
team will clearly define the audience, 
if a survey will be used; and 
recommend benchmarking avenues 
for NSSC to pursue. NSSC will offer 
a recommended strategy, and 
develop the team decisions into a 
formal plan and timeline for 
completion. 
 
Output: Study methodology and 
approach 

The study team is 
necessary to ensure 
the NSSC fully 
understands the scope 
and expected 
outcomes for all 
surveys and studies. 

Step 4 
 
NSSC (SP)  
 
Conduct Study 
 

If a survey is requested, NSSC will 
develop the survey instrument and 
provide the instrument in draft to 
the study team for review and 
concurrence. NSSC conducts data 
collection, including deployment of 
any survey instruments, collection of 
survey results, benchmarking and 
identification of best practices, as 
appropriate. NSSC compiles all data, 
analyzes results, and develops a 
study report that clearly responds to 
the study plans and includes a 
recommended conclusion. A draft 
report will be submitted to the study 
team and OHCM for review. 
 
Output: Draft study report 

It is impractical to 
define a single 
approach for all 
studies. The 
information below 
outlines some of the 
NSSC support the 
study team can 
initially plan to receive 
from the NSSC. This 
support plus any 
additional requests 
are finalized when the 
detailed project plan 
is reviewed and 
approved. 

Step 5 
 
OCHM 
 
Communicate Study 
Results 

OHCM analyzes results to effect 
change in HR programs based on 
objective of the study, and 
communicates results to interested 
parties and the requesting entity. 
 

Sometime it’s best to 
publish an abstract of 
a study and refer 
interested parties to 
the sponsor for 
further information. 
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Roles and 
Responsibilities 

Action Tips 

Output: Finalized study report and 
communication of results 

This enables more 
control of distribution. 

 
 

Initiating Office Deliverable Item Receiving Office 

Study Requestor Submitted study request OHCM 

Study Team (to include NSSC) Draft study products OHCM 

Agency HR Office Communicated study results Study Requestor 

 
 

Metrics 
Unlike more transactional processes, metrics for studies are less defined. Some 
established metrics that can be used here are: 

♦ Customer expectations—did the study meet the expectation or 
requirements of the sponsor. 

♦ Schedule—did the study meet the requirements and milestones of the 
project schedule. 

♦ Cost—if special funding was required, was with study completed within 
the planned budget. 

♦ Quality—does the study meet acceptable quality standards for accuracy 
and usability. 

 

Privacy Data 
All participants involved must ensure protection of all data covered by the Privacy 
Act. 
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System Components 
Existing Systems 

None Identified 
 

IT System Title  IT System 
Description 

Access 
Requirements 

IT System 
Interfaces 

N/A    

 

New Systems 

 

Generic System 
Title 

Business 
Requirements for 
System 

Access 
Requirements 

IT System 
Interfaces 

Selected Special 
Human 
Resource 
Studies of 
Agency-Wide 
Interest 

Conduct special 
studies of 
interest to the 
agency and 
other 
government 
agencies.  
Located at NASA 
Centers.  Web 
access to FPPS 
(or eGov 
successor 
system) data 
warehouse 

NASA HR 
Community 

TBD 
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Contact Center Strategy 
Each activity requires a clearly defined contact center strategy which answers the 
question "Who will answer the call and handle the request" and defines the 
escalation parameters for the activity.  Because of the varied nature of the NSSC's 
activities and volume of transactions, each activity has a unique contact center 
strategy.  Refer to the NASA Shared Service Center Customer Contact Center 
Service Delivery Guide (3.5.1) for the contact center strategy concerning this 
activity. 
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Appendix – Process Flow Diagram 
Special Human Resources Studies Process 

 

Start

Study Requester

Submit Study 
Request to Agency 

HR Office
(See Note 1) Agency HRO

Review request, 
scope, 

requirements

Identify study team
(see note 2)

Provide 
information

Decline request 
or forward to 
other office

Is information readily 
available through system 

repeat or prior study?

Is request acceptable/
relevant to HR

Develop 
methodology
(see note 3)

Define outcomes and 
analysis 

requirements (note 3)

Approve survey 
instrument

Develop survey 
instrument, as 

required

End

End

Study team (To include 
NSSC SP and IG)

Requirements 
definition

Scope

Perform 
benchmarking, 
research, and 

lessons learned

A

NSSC (SP)

Note 1:
Requesting entities may include:

Incentive Awards Board data collection
OPM request a survey
Performance management system (tied to 
budget)
Congressional inquiries
Inspector General inquiries
GAO requests
NASA request

Requests may include completed survey to be 
deployed and analyzed

Typically, all external requests provide a short 
time frame

Note 2:
Will include:

NSSC (SP and 1G)
May include:

Agency/Center 
representatives

Note 3:
Craft parameters of the 
study/survey (methodology 
and data collection 
approach)
Review and resolve 
questions with requesting 
entity
All final products would 
require agency sign-off
Determine scope of data 
collection including

-focus groups
-benchmarking
-surveys, etc.

Finalize requirements and 
audience
Determine expected 
outcomes and analysis 
requirements

Yes

Yes

No

No
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Special Human Resources Studies Process (Continued) 

 
NSSC (SP)

Study Team

Study Requester

Deploy survey/or 
conduct data 

collection

Receive survey 
results or compile 

data

Analyze results

Develop draft 
results summary 

w/ graphic 
depictions as 

identified

Edit analysis/
summary- Finalize 

report

Review draft results, 
identify edits, future 

analysis or presentation 
requirements

Communicate results to 
requesting entity Receive results

End

A
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